
SAM TRANSACTION REPORT 
 
  
 
Use this when you want to see your transactions for a statement period or a particular 
period in time. 
 
Click on “Reports” and then “Report Wizard”  
 

 
 
Open up the “Transactions” Folder and choose “Transaction Detail” 
 

 
 
Click “Next”   
 
At this point you can choose all your cardholders by choosing “Select All”.  Or you can 
choose just the ones you want to view by clicking on one cardholder name and holding 
down the Crtl key for the others. 



 
Click “Next” 
 
Select the radio button “User defined entry” and enter the date range you want to see. 
 

 
 
 
Click “Next”  You will see this screen and you can choose different sorts.  It defaults to 
Post Date – Ascending.  
 

 
 
Click “Next” You will see the criteria you have chosen.  At this point you can “Run 
Now” or “Save”.  It might be good idea to save this report because it is one that you will 
need to run on a monthly basis, since you will not be receiving an agency statement from 
GE.  If you check the box that says “Create bookmark homepage” – this will appear on 
your homepage when you open up SAM under Favorite Reports and Queries. 
 
 
 



 
 
 
Click “Run Now” 
 

 
 
 
 



 
 
 
Click on “Export”   
 
 

 
 
 
From here you can either “Open” or “Save” the file.   
 


